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THE INITIATION AND PROCESSING OF
PERSONNEL EVALUATION REPORTS

Ho later than the 15%h of each celendar month, the position ciatrol clerk
will review the Pesition Control %o determine those empleyeces whose personnel
evaluation report will becoms due the following monthe :

Prepare Form No. 37=1514, Routing and Action Slip, original cnly, for each
individual whose persomned evalusiion report will become due.

Forward Routing snd Action S1ip to respective organizationsl @valuztions
of ficer and note service record card (item 11) indicating dat«) forwarded and
date dus in pencil. : :

When the persorvel svelustion report is returned, the positic:: control clerk
notes the service record card accordingly. (Item 15)

The position conmtrol elerk reviewing the Position Control no luter than the
15th of each calondar mouth, to determine those employees whove Pii's will
boeome dus, will also revisw to determine the PER'8 not retwi¥ed and overdue.

The position control clerk will prepare a memorandum (originn i end 2 copies)
indication the nsmes of those individusls for whom PER® hava not been returned
t0 the Evaluations Officer of the organizationsl element condtrned for the
signature of the Chlef, Processing and Records Diviaion.

As the overdus PER's are returncd, strikes off the nainea on ‘tle suspense coOpy
of the memorandum aend posts to Position Control. Picks up all. outstanding
names and includes them on the memorandum the following montif.

Calls to the atlention of the Chief, T&R any PER's which hawvd ‘v been called
to the attention of the appropriete evaluations officer as ofirdue at least
OnCao

When PIR‘S are veturned end posted, the position control clesk will forward tke

. PER's 1o the appropriate plaeement officer.

The placement officers after taking the sary action will. forward
the FPER"s to the Chief,,l 25X

25X1A
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